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JOB ORDERS: VIEW/SAVE/PRINT 

The following steps will assist employers in locating, viewing, saving and printing job orders. For more comprehensive 
guidance on SDWORKS Job Orders, review the Employer SDWORKS Quick Reference Guide.  

TO ACCESS THE JOB ORDER 

SEARCH FOR/VIEW JOB ORDER 

1. In your browser search bar, enter the address www.southdakotaworks.org 

 

2. In the top portion of the page, 
enter the job order number in 
the “Job Title, Company, 
Occupation or Military Code” 
to the right of the “Search 
Jobs” button.   

 

 

 

3. Click on the Search button on 
the far-right side of the page.  

 
4. You’ll be directed to the Job Search page. Click on the underlined Job Title to go to the Job Order Detail page to 

view the job order.   

 

(Continued next page) 

Job Title 
       Employer Name – City State 

 

https://dlr.sd.gov/localoffices/documents/guide_sdworks_employers.pdf
https://www.southdakotaworks.org/
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5. Here you can view the job order:   

 

PRINT/SAVE JOB ORDER 

6. Scroll to the bottom of the page and select Print Job Order. 

 
7. From the pop-up window you will be able to Print Job Order or Export to PDF by selecting the gold button.  

 

 

 

 

 

 

8. The job order will display with all information included. Use your internet browser to print or save the PDF. 
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